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1. GENERAL

This i.nstruetiun provides for a continuing system of correspondence ccntml
and logging for the Office of Loglstics through use of Form No. 238, :
Document Control, hereafter referred to as "Control Ticket."

2. DEE'INI ON
For the purpose of this instruction, correspondence is intended to mean

memoranda, letters, cables, dlspatches, reports, and such other official
documents as may require logging and control.

3. SCOPE
a., All correspondence recelved from outside the Office of Loglstics (other

then as excepted in paragraph la) be recaived by or referred to
the Records and Services Brahc?; Tkl or recording
¢ -

and/or routing.

(&7}

b. Divisions and staffs will continue the contiol of incoming documents
within their respective components by use of coples of Form No. 238,
and will prepare Form No. 238 for outgoing corvespondence. :

c. Interdivision and staff correspondence will bear "Control Tickets" and
- will be routed through the Records and Services Branch for. a.ssigmnent
of control numbers.
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Correspondence prepared and signed at branch or division level for trans-
mission outside the office will bear "Control Tickets" or will otherwise

be logged to camply ﬂml:a;lrhich requires logging at the initisl

point of receipt in an office or the final point of dispatch when leaving
the office.

All material bearing "Control Tiekets" routed between divisions or staffs
will move through the 5 Bwemel, and material routed
between branches will move ugh tHle division/staff control point.

Unnecessary and duplicate logging will be avoided whenever posslble. No
other logs will be maintained on material bearing "Control Tickets,"
except as prescribed in the Top Secret Control Procedure.

EXCEPTIONS

Enclosure 1 is a list of specific types of correspondence which are ex~-
cepted from the Form No. 238 control by reason of the nature of the

material, or the fact that other posting, mmbering, or recording serve
as adequate record and control.

The exceptions listed do not apply if materisl is -accompanied: by memo-
rands requiring.special attention or action.

Any exceptions other than listed above will be approved by the Area
Records Officer.

PROCEDURE

Enclosure 2 illustrates the flow of copies of "Control Tickets," and
the blocks or spaces of the specimen form are numbered 1 through 1k
with the following specific instructions for preparation of the respecs
tive blocks ag numbered:

(1) Hlank - This space 1g reserved for use of the originsting division
or component as & sequence of mubers for outgoing correspondence
prior to assigmment of the Office of Logisties control nmumber in
space (4). Use of this space is optional.

(2) Bec. Class. =~ Insert the securlty classiflcation of the dccument.

The "Control Ticket" will be protected as though bearing the class-
ificetion of the document.
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(3) Origin - Enter orgenizational symbol of the originating ¢ onent ’
including division, sta.ff, branch, etc. Example:
oL/ 50 fe p 7

(L) gontrol No. - This space is reserved for use of the Rs -end.
' e s + The number assigned will indicate the office, the
%,v" calendsyr year, and the document control mumber. Example: OL % kool
(5) Date of Doc. = 'This space 1s for the actual date of the document.
 If the date of the document is to be inserted at s later time, this
space must be left blenk. If it is desired to indicate the date the

ma.terial is typed, this may be added in the blank space above "Date
Of DOQ 3‘“0

6) Date Rec'd. - This indicates the date initia.lly rece:.ved. in the
Office of I.ogis’cics » Amts’%r&tive—swf, Records and Services

EXEC VT IVE
‘ Bra-nChc ] P ’5 ‘ | | ‘ |
(7) Date Out - This spa,ce_is not used in the Office of Logistics control
_ system. : .

(8) Suspense Date - This spece is used to indicete the suspense date

, assigned by the Recowds—errSeryi ‘Bremch, if sppropriste. -
- e e &5 s el STRY mrp/o.%pﬁﬁg p,/,s,u/gvs@

(9 )' Cross Reference or Point of Filing - This gpace may be used for

' -cross referencing to other correspondence, cable or dispatch number,
- and for indicating component where filed, or id.entification of -
subject or project where filed. FEE

(10) To:, From:, Subject - Insert addressee, signer of document (this
: is not necessarily the originator), end the subject as 1t appears on
' the document. Any additional information that mey be helpful in
identifying the document can be placed in this space.

(11) Routlng - Date Sent ~ Insert only the organization symbol of the
' first channel or routing of the correspondence. Bach recipient will
insert the next successive channel or routing. The—Records=snd 24 04
3 need not be shown on routing
unless a document is assigned there for action other than recording
and transmitting. "Date Sent" is to indicate date out to the point
of routing.

(12) Courier No. . = This space may be used Pfor recording the number of
the courler's receipt when dispatched outside the office.
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(13) Angwered - When appropriate, insert here the date reply was pre-
pared, pered, end dispatch or cable number of reply 1f spplicable. (See
paragraph b below for procedure on replies to documents bearing a
correspondence control numbers.)

(14) No Reply - The component to which charged will indicate by .
initials on the No. 1 copy of Form No. 238 when no reply to the “I/
document 1s required. This will enable the m@m -»\
-Beemelr to relieve suspense and file the "Control Ticket'as a com-
pleted action.

Replies to documents which bear a correspondence control number will

not be essigned & different number; nor is it necessary to prepare an

additional set of 'Control Ticketd' if space’ permits all necessary

entries. The letter "A" to indicate "answer" will be addedito the

existing number and inserted opposite the first routing applicable to

the snswer. When sufficient coples of the 'Control Ticket are not avail-

able or the subject has been supplemented, an additionsl set of "Control

TMcketd may be prepared bearing the original control number plus the

letter "A". Example: OL $ 0001-A (8ee Euclosure 3. ) FN

When coples.k, 5, and 6 have been detached and additicnal coples are
needed, & second series of Tontrol Tickets" will be made duplicating the
information (minus the routing) on the first series, and adding "2nd.
series" to the number indiceted in space (4). The routing will be a
continustion of the first series.

The No. 1 copy of the "Control Ticket" will remain attached (not stapled)
to the upper left corner of documents until dispatched outside the Office
of Loglstics or filed. When such action isg cc:mple ed, Fo. 1 copy
will be promptly forwarded to the Records to complete
the record. The component to which last charged is responsible Tor the
document until relieved of responsibillity by routing through the division
or office control point for charging to another component. When docu~-
ments are hand-carried by operating personnel to points outside the Office
of Loglstics, the appropriate control point will maske notation in space
(11) as to the component to which delivered, the date of delivery, and
the name of the person hand-carrying the document.

Division, staff, and branch coples of the "Control Ticket" may be filed

numerically (which is also ch.ronologicslly), by source, or by subject as
best flts the needs of the component.

L
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6. Referéﬁced instructions specifically covéring cables 3 ‘dispa.tches y end
Top Secret material shall be adhered to and the provisions of this in-
struction are not intended to conflict therewlth.

FOR THE DIRECTOR OF LOGISTICS:

. STATINTL

Chief, Administrative Btaff, OL

3 Enclosures:
As stated above

STATINTL or/as/ReSBf — Jmel

ILLEGIB
5
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TYPES OF DOCUMENTS EXCEPTED FROM THE FORM 238 CONTROL PROCEDURE

Requisitions

Purchase Orders and Vouchers

Contracts end Leases (except as indicated in paragraph ib)
Requests for Bids, Bids and Awards

Shipping Documents and Requests for Shipment

Travel Orders, Vouchers, and Requests for Advances
Invoices, Bills, and Bills of Lading

Personnel Action Change Forms, Fitness Reports, and Career Membership
Applications

Advice of Allotment Authorizations and Overtime Requests and Reports

Time and Attendance Reports

Agency and Office Regulations, Instructions, and Procedures

Catalogues, Brochures, and Library Material .

‘%; tr Abrvrcatono .

Materiel dispatched or receivec}, ough covert Post Cffice boxes

IBM Machine Run Tebilations

Correspondence with contractors, the Office of Security or other

- Agency camponents regarding clearances and related security matters
as posted on individual security cards.

Public Bullding Service Work Orders
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